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Each  year  many  thousands  of  persons  as- 
sist the  U.  S.  Department  of  Agriculture  by 
serving  on  committees.  You  may  be  one  of 
them.  The  material  presented  here  is  in- 
tended to  help  you  perform  your  assigned 
committee  functions  most  effectively. 

It  is  hoped  that  each  committee  member 
and  secretary  can  use  this  pamphlet  as  a  guide 
for  improving  committee  work. 


Guides  for  the  Chairman: 

What  should  you  do  to  prepare  for 
committee  work? 

J  Understand  the  job  the  committee  is  to  do. 

J  Analyze  the  committee's  job  and  consider 
tentative  assignments. 

V  Develop  agenda  before  each  meeting,  includ- 
ing members'  suggestions. 

J  Supply  each  member,  one  week  in  advance  of 
meeting,  with  a  copy  of  the  agenda  and  any 
data  to  be  considered  as  a  basis  for  action  on 
each  item. 

}/  Schedule  meetings  at  times  convenient  to  com- 
mittee members. 

J  Hold  meetings  under  conditions  that  encour- 
age most  attention  to  committee  business. 

yf  Check  facilities  ahead  of  meeting  time. 


How  should  you  conduct  the  work 
of  the  committee? 

J  Open  meeting  on  time. 

V  See  that  all  committee  members  know  each 
other  and  insure  members'  comfort. 

J  Develop  a  common  understanding  of — 

a.  The  committee's  assignment. 

b.  How  it  will  proceed. 

J  See  that  all  pertinent  information  is  pre- 
sented, reviewed,  and  understood. 

yf  Make  sure  that  each  member  states  how  he 
feels  and  what  should  be  done  about  each 
item  on  the  agenda. 

^  Direct  discussion  to  relevant  issues. 

il  Summarize  often,  considering  points  of  agree- 
ment or  disagreement. 

1/  When  discussion  indicates  general  under- 
standing and  agreement  has  been  reached,  get 
a  group  decision. 

y  Repeat  each  committee  decision  as  it  will  be 
included  in  the  minutes. 

J  Make  plans  for  the  next  meeting. 

if  Close  meeting  promptly. 

What  should  you  do  to  follow  up? 

yf  See  that  members  are  notified  as  to  date,  time, 
and  place  of  next  meeting. 

/  Follow  up  on  decisions  and  actions. 

/  See  that  other  interested  groups  are  advised 
of  actions  taken  bv  the  committee. 


Guides  for  the  Committee  Secretary  or 
Staff  Assistant: 

V  Record  all  committee  decisions  and  promptly 
prepare  and  make  available  to  members  cop- 
ies of  minutes  following  each  meeting. 

V  Keep  an  accurate  file  of  committee  minutes 
and  actions  and  have  them  available  for 
ready  reference  at  committee  meetings. 

Under  the  direction  of  the  chairman: 

V  Prepare  a  brief  one  sentence  description  of 
each  major  subject  or  problem  listed  in 
agenda. 

V  Assemble  for  committee  reference  all  pre- 
vious decisions  or  actions  related  to  each  itemi 
of  the  agenda. 

J  Get  agenda  and  a  copy  of  all  information! 
bearing  on  items  into  hands  of  members  one 
week  in  advance  of  meeting  if  possible. 

J  Arrange  for  meeting  place  and  other  physical 
facilities  necessary  for  effective  committee 
work. 

V  Notify  members  as  to  the  date,  time,  and 
place  of  each  meeting. 

J  Arrange  for  resource  persons  and  supplemen- 
tary materials  to  aid  the  committee  in  dealing 
with  items  on  the  agenda. 

J  Prepare  analysis  of  alternative  decisions  or  ac- 
tions for  the  consideration  of  the  committee. 

V  Notify  other  interested  groups  of  action  taken 
by  the  committee. 


Guides  for  All  Members: 

J  Understand  the  purpose  of  the  committee  and 
the  limits  of  its  authority. 

1/  Become  familiar  with  the  basic  information 
on  each  item  before  the  committee,  including 
previous  relevant  decisions  and  actions. 

V  Canvass  the  group  you  represent  for  guidance 
on  your  committee  work. 

/  Be  on  hand  and  ready  to  work  for  the  full 
scheduled  time. 

/  Accept  the  responsibility  for  discussing  each 
item  of  the  agenda. 

/  Listen  to  others  as  they  talk  and  give  them 
the  benefit  of  your  reaction. 

/  When  in  session,  talk  to  the  entire  committee 
rather  than  to  an  individual  member. 

/  Consider  the  viewpoint  of  other  interested 
groups. 

/  Never  jump  to  conclusions — examine  all  the 
facts,  then  make  up  your  mind. 

/  Give  a  clear-cut  decision;  don't  hedge. 

f  Fulfill  assignments  given  by  chairman 
promptly  and  fully. 

I  Report  committee  actions  promptly  to  those 
you  represent. 


Working  Procedures: 

In  committee  meetings  the  best  thinking  is 
done  and  the  wisest  decisions  are  made  in  an  in- 
formal, warm,  and  friendly  atmosphere. 

To  encourage  a  friendly,  problem-solving  ap- 
proach, deal  with  each  agenda  item  by  answering 
the  following  questions : 

What  are  the  pertinent  facts  on  the  prob- 
lem? 

How  do  we  feel  about  them? 

What  shall  we  do  about  the  problem? 

•  Pool  information  needed  to  solve  the  prob- 
lem. 

•  Explore  possible  solutions. 

•  Determine    consequences    of    various    solu 
tions. 

•  Select  the  best  solution  to  meet  needs. 

•  Reach  agreement  on  a  plan  of  action. 
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